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mylDTravel Tool

Canadian North has partnered with mylDTravel to enable employees, eligible retirees and
their eligible persons to book standby interline leisure travel with participating airlines with
which we have ZED agreements using mylDTravel online.

1. First-Time Login

Before you can start using mylDTravel, you will need to generate a password for your user
account. You will use the password for all future mylDTravel transactions. You will be
prompted to change the password periodically for security purposes.

To create your password, please go to https://www.myidtravel.com/myidtravel/. A link to
this website is also provided by clicking on the MyIDTravel logo in the Pass Travel
Information section on the Intranet.

The mylDTravel login screen appears as shown below. Enter Canadian North as the
employing airline. Ignore the User and Password fields for now and click on Register or lost
password? This is highlighted in the red box below.

Trave

Employing Airline Canadian North v
User
Password N -
Travel mode [ duty @ leisure

O]

[ Register or lost password? | Legal notice / Disclaimer

You will be taken to the registration form, as shown below:


https://www.myidtravel.com/myidtravel/
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Regisler new user

I HIVOI Resend password

Employing Airline Canadian North o v

User

| Register/ Send password ]

A

Help Legal notice / Disclaimer

From the "Employing Airline” dropdown menu, select "Canadian North" and enter your six
digit Canadian North employee number into the "User” field. Click the “Register / Send
password" button and the system will send an email to your Canadian North email address or
personal email address for retired employees with your initial password. If you have not
previously accessed your Canadian North email account, reference 1.1. below.

The email will look like this:

From: myidtravel@services.lhsystems.com [mailto:myidtravel@services.lhsystems.com]
Sent: Saturday, December 1, 2012 9:00 AM
To: (your Canadian North email address)

Hello: (your name as it appears in your Canadian North pass database record - should be proper name
as appears on your passport)

Please use the following link to change your password:
https://www.myidtravel.com/myidtravel/start?action=password-
token&form_passwordToken=NVRfXzkBNTEyNF9fREEzZQOU3MDkzMkVDNENDRDcxQjuU%3D

Please note, that your link is only 2 hours valid.

You must change your password on first login.

After clicking on the link provided, you will be taken to a page to change your password as
shown below:


mailto:myidtravel@services.lhsystems.com
mailto:myidtravel@services.lhsystems.com
https://www.myidtravel.com/myidtravel/start?action=password-token&form_passwordToken=NVRfXzk5NTEyNF9fREEzQ0U3MDkzMkVDNENDRDcxQjU%3D
https://www.myidtravel.com/myidtravel/start?action=password-token&form_passwordToken=NVRfXzk5NTEyNF9fREEzQ0U3MDkzMkVDNENDRDcxQjU%3D
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New Password

Confirm New Password

Cancel Change

Passwords must follow the guidelines below:

- Must be at least 8 characters long
Must contain at least one uppercase and one lowercase letter
Must contain at least one digit
Must contain at least one special character, i.e. #, 7, @
Must not contain obvious data, i.e. employee number, names, countries, weekdays,
etc.
Must be not contain simplified string , i.e. 12345, abcde.
Must be case sensitive
May not be reused for next 20 password changes.

Examples of acceptable passwords meeting the above criteria would be:

What2?do
Go4dattwalk

Once you have entered and confirmed your password, you will be taken back to the Login
page. Select "Canadian North" from the "Airline" dropdown menu, enter your six digit
employee ID number and your password. Click the "Login" button.

At this time, Canadian North only permits leisure travel planning through this tool, so
please ensure leisure button is selected.
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[ravel Login
Employing Airline Canadian North v
User
Password
Travel mode [~ duty © leisure
4
Register or lost password? Legal notica / Disclaimer

Should you forget your password, you can follow the same process to request a new one.
Simply click the "Register or lost password?" link on the mylDTravel login screen.

2. Access to mylDTravel:

All employees may utilize the mylDTravel system after one month of continuous employment
for travel on Canadian North and after six months on other applicable airlines. Employees
on any type of leave (parental, LOA, WCB, STD, LTD, etc.) with the exception of 17 weeks of
maternity leave, will have access to Canadian North flights only and all your future listings
on other airlines will be cancelled and refunded to the credit card used for the original
listing. Open listings for terminated employees will be cancelled and refunded to the credit
card used for the original listing. mylDTravel will confirm the cancellations/refunds by
email.

2.1 Canadian North Email Account

All active employees receive a Canadian North email address when hired. The email address
usually includes the employee’s first initial and complete last name, i.e.
asmith@canadiannorth.com. The mylDTravel registration email is sent to the Company
email address.

If your Company email account has not been set-up, have your manager contact the IT
Department.
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3. Introduction to the mylDTravel Application

The mylDTravel application is designed to run on every web-enabled PC or Mac. It has
successfully been tested to be compatible with Microsoft Internet Explorer, Google Chrome
and Mozilla Firefox.

Travel

e T

-n o
Bosting (Uthhg | Edetng Tiovets ' Beok a1 LUst iy Fiigets | PRl Riowval | Tt Revwva et | O AgMemants | Logoain s Jone DreSan i P Cranje sas1aoM Logeur

Bliconten (=]

The first screen you will see is a privacy statement that informs you about the data
processing that Lufthansa Systems is doing on behalf of Canadian North in order to give you
the ability to use the mylDTravel system. Should you have any concerns regarding this
statement, please contact interline@canadiannorth.com before proceeding.

The statement also requires the employee’s acknowledgement that they have read,
understand and agree to outlined travel policies and procedures.

If you agree to the statement, check the "Confirm" checkbox and click the "Next" button.
You are now able to use the mylDTravel tool.



CANADIAN NORTH
seriously northern

myIDTravel User Guide
Page 8 of 42

To access the main functions of mylDTravel, use the navigation bar in the upper area of the
screen as shown below:

Baoiing /Lising | Extsting Tickets ! Bootar Lisifor Fights | PNR Refrisval | TickstRetiealRetnd | 1D Agrecmends | Trawel Histors | My Stay Logoed nzs NamarsiNackar (5T) | Change cassward L::;:u:l
|

= Booking/Listing allows you to purchase standby tickets on other carriers and list for a
specific flight.

= Existing Tickets/Book or List for Flights allows you to create a new listing with an
existing e-ticket. (E-tickets remain valid for 90 days from date of issue.) You must
have the e-ticket number. Original PNR must have been cancelled before new listing
can be created with existing e-ticket.

= PNR Retrieval allows you to retrieve and make changes to an existing listing. You
must have the PNR reference. Use this tab to cancel your PNR prior to requesting an
e-ticket refund.

» Ticket Retrieval/Refund allows you to retrieve and refund an existing e-ticket. You
must have the e-ticket number to retrieve the PNR. Here you can opt to refund a
ticket (after first cancelling the PNR).

= |D Agreements contains a list of the rules and regulations for travel on other carriers.
This includes ZED fare levels and designhates eligibility. The information contained
here is supplied by the transporting carrier.

» Travel History contains a record of all your travel listings including the PNR reference
and e-ticket numbers.

= My Stay contains access to accommodation discounts.

= The Help link is enabled whenever explanatory text is available for the page you are
currently viewing.

The right half of the navigation bar shows the currently logged-in user and allows you to
change your password and log out of the application.
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4. Creating a Listing

Throughout mylDTravel, the term “booking” and "listing” refers to standby (space available)
listing for a flight.

To plan your trip, obtain your ticket and create a listing, click the Booking/Listing link in the
navigation bar.

4.1 Traveller Selection

Once you are logged in, to leisure travel mode, the Traveller Selection screen (shown below)
will be displayed. Select the individuals who will be travelling.

Traveller Selection

Please select the travellers (max. 8 persons) from the list below.
Create booking/listing for:

[ Heather

Cltom

The Traveller Selection screen by default contains all persons eligible to travel according to
your employee profile. Select all persons travelling (up to a maximum of eight) and click
Next at bottom right-hand side of screen..

If you wish to make changes to your selections, click the back button at the bottom of the
query screen and make a new selection on the Traveller selection screen.

4.2 Flight Schedule Query
Flight Schedule Query

foe Wackay, Margarel MS

Please enter the 3 Lefter-Code of the Gty in English of select the auirport va the alrpoet atlas

Type of Travet = Omo Way ~ Return ~ Multiplo Legs
Airkne; " AllAittioes o WostJet -
Route/Data: From To DayMonth Time Teavel Status Class
yeg ¥ yiw g 21 " 0000 + R2Standby <~ Economy «~
[+ bock Click globe for city [ * smetadie |

code if unknown
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In the lower section of the page, please define your flight schedule query using the following
input options before clicking the timetable button to display flights matching your search
criteria.

The Travel Status will always be R2 Standby and Class will always be Economy.

4.3 Type of Travel

Selecting only one-way travel is highly recommended. It is important to note that if an
itinerary is partially flown, refunds for the mylDTravel fee will not be given. As well,
refunds of partially flown itineraries may take six to eight weeks to process as they are
manually processed. Some airlines will NOT issue refunds and/or will not refund
segments flown out of sequence (reference airline ID Agreement page for further
information).

e One-way allows you to enter exactly one origin and one destination. Connecting
flights require two coupons so the mylDTravel fee and taxes will be charged for each
leg.

e Return will use the origin of the first flight as the destination of the second flight and
vice-versa and will create a round-trip route with one destination.

e Multiple legs will extend the route rows to allow you to enter up to eight
origin/destination pairs for your itinerary.

e All Airlines will provide information regarding all possible routing and airlines
servicing your selected route/date and should not be used to create a listing.

**Note: Results from an All Airlines search may contain flights with routings ineligible
for standby listing through myIDTravel. If a button does not appear in front of a route
option, please select another flight.

e Airline will allow you to select specific airline routing and create a listing.

e Route/Data
- From defines the origin of the flight. Please enter the three-letter airport code; if
you do not know the airport code, click on the globe icon to show the airport atlas.

- To defines the destination airport. Please enter the three-letter airport code; if you
do not know the airport code, click on the globe icon to show the airport atlas.

- Enter day and month into the respective fields or use the popup calendar to select
a date. Please note that the day is entered in the first text field and the month into
the second one.

- Selecting a time (24-hour clock) should display flights departing at the specified
time or later.

- Travel Status will always read R2 standby as you are listing for standby travel.

- Class represents class of service and will always read economy.
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4.4 Flight Schedule Display
In certain cases, not all flights will have a radio button to select because:

e The flight is a code-share flight;

e The flight is operated by an airline that does not have an ID travel agreement with
Canadian North;

e The passenger is not allowed to travel according to the ID travel agreement with
the specified airline (e.g., not all airlines allow parents or DTC’s to travel); or

e |If a flight is not selectable for whatever reason, no radio button will be shown in
front of the flight number.

Click on a flight number (or click on the blue "i" icon in the last column of the flight display
in case a flight is not selectable) to get additional information about the respective flight
and the reason why a flight is not selectable.

No radio button
indicstoss the
fiight is not
available

Flight Schedule Display

for Mackay, Margaret MS

Aflention; Please observe Ihe minimum connection time. An automatic venfication is not pessitie
It & Fadio bultoa i Aol avallable, the Night canaol be seléclad. You may chick on the Mght Alimber 1o Léé why & particular
fight is not available. The reason will be iisted under the “additional information section™,

R2 Standby Econonyy for 21, Nov 2012
from EDMONTON INTERNATIONAL ART 10 KELOWNA

Aircraft  Ticket

» . ‘
Tarint flight Codeshare Departure at® Arrival at* Duration Listing Typo Tyoe Chance
s w2181 YEG 125 YLW 1138 141 Yes 738 et
$ - WS197 YEG 1800 YLwW 181 m Yes 73W e
$ - WEsT YEG 0645 WLw 0702 117 Yes 73w atd
£ WS144 YEG 2100 YYC 2148 232  Yes 738 e
$ NSSET WC 2230 YLW 223 Yes 3w end
H Wa48 YEG 1815 YYC 1803 237 Yes Taw ol
$ Wsa9e e 1950 LW 1952 Yos 73w ot
ACB14S YEG 1300 YYC 1252 242 Yes DH3 et w
ACB397 YYv¢ W25 YLW 1442 Yes 0H3 LR (1) Click for
information
ACBITS YEG 1830 YYC 1718 e42 Yes CRJ oid ]
ACEI50 WE 1755 VLW 1842 Yos DH2 ot o

"3 bmes are local

In the image above, all flights from Edmonton to Kelowna flown by Westjet can be selected
by clicking the radio button in front of the flight number. All the Air Canada flights have no
button displayed and therefore are not available.
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To continue your listing, select a flight for each segment of your itinerary and click the next
button.

*all times are local.

Tariff legend Ticket Types

$ IDZL etkt electronic ficket

$% IDZIM paper paperticket
tktless ficketless

$5% IDZH

Far further information please see the ID Agreements section.

4.5 Loads

Do NOT contact any airline for an indication of the load for your flight; utilize the
mylDTravel platform for this information. For idea of flight loads, refer to the “Chance”
column, the faces reflect the following information:

at least +9 seats available
at least +4 seats available

oversold, at least -1

Note: This is approximate, dependent on booking class and airline’s reservation system.

Selecting All Airlines may show different results than selecting a specific airline on Flight
Schedule Query as mylDTravel and the specific airline may use different reservation systems.

Clicking on the flight number will also indicate the minimum number of seats available in
the listing seat inventory.

Flight Schedule Display
for Macksy, Margarst MS

Alterition: Please cdserve e minimum connechon time. An automatic verthcation i3 not possitle
IT & rodso button s not avadable, the fght cannot be selected, You may chick on the fight number 10 see why a particular Might is not avadable.
The reason will be listed ander the "addiional mformation section”,

R2 Standby Ecomsomy for 28 May 2014
Fom EDMONTON INTERNATIONAL APT fo KELOWNA

Tarin Fight  Codeshare ( Operated by Departure at* Armval at* Duration Listing Aircralt Type Ticket Type Chance
Chck on Mght number a WSEIT . . v = 1 . 730 o
for ménimum nember WSeIT YEG 0530 W 0638 08 Yes 3w el
of seals available $ wsa1 YEG 1230 \W 1238 108 Y85 73w et

s ws1s7 YEG 1705 \W 1713 108 Yes 73W et


http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&docid=y5v8bcQ0Bxn12M&tbnid=SKtPD_IvjYF5CM:&ved=0CAYQjRw&url=http://heidibearscreative.blogspot.com/2012/01/african-flower-tutorial-theftand.html&ei=qWEfU_LbGNLBoASJw4DgAw&psig=AFQjCNFO63dRg5Ib7xb7PK_V139GcgHucA&ust=1394651933442277
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Note, the numbers shown for each of the inventories do NOT add up to the available number
of open seats on the flight.

Flight Details
Flight Number WSB17
Airline Westlet
Date 28 May 2014
Departure 06:30 from EDMONTON INTERMATIOMAL APT
Arrival 06:38 at KELOWMNA
Aircraft Type 7IW
I Seats available Y7 E7 O7 W7 RY B7 Q7 U7 L7 M7 P7 57 G7 J7 X7 D7 AT K4 W4 HT I

Additional Information

4.6 Shopping Basket

Your flight segment choices will be added to your Shopping Basket.
Shopping Basket

far Mackay, Margaret M3

Your current selection
Flight | Airline Date Departure at* Arrival at* Travel Status Class Status
Ws5617 01 May 2014 YEG 06:30 YLW 06:358 R2 Standby Economy listable
*all times are local.

To continue your listing, click next.
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4.7 Fare information

On the Fare Information page, all applicable fares, government taxes and mylDTravel fees
will be shown for the selected itinerary, separated by airline and passenger. All amounts
highlighted in yellow will be charged to your credit card by the ticket-issuing airline in the
currency stated.

Fare Information

for Mackay, Margaret M3

Your current selection
Flight | Airline Date Departure at* Arrival at* Travel Status Class Status
WS617 01 May 2014 YEG 06:30 YLW 06:38 R2 Standby Economy listable
*alltimes are local.

The following fare will be charged for your journey:

WestJet
YEG - YLW Charging Price information®*
Mackay, Margaret currency amount
Total
Total Fare CAD 23.00
Total Government taxes CAD 35.40
mylDTravel Fee CAD 2,22
Total WestJet CAD 60.62 CAD 60.62
Grand Total: price information ** CAD 60.62

Please notice: The ticket prices marked in vellow will be charged by the issuing carrier.

** Price infarmation: The amount charged for your journey will be in the issuing carriers currency. The price information shown on this page is for
your convenience only and non-binding.

For your convenience, a currency conversion to Canadian dollars (CAD) is shown in the right
column. Please note that the amount stated here is for information purposes only and may
differ from the amount that is billed to your credit card.

Note: Breakdown of fare information may not be available after this point. If you want
a breakdown of fare paid, record this information or copy this screen.

Click next.
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If your itinerary includes international travel, you will see the following screen: APIS/Secure
Flight.

The date of birth is mandatory for each traveler, while the redress section is not a
mandatory field and can be left blank.

APIS/Secure Flight

Redress

What's ' '
that? i
If you do not have a Redress

number, leave blank

Please complete the D.O.B for

£ lm oL il ‘ *__——-—"‘—_ each traveller identified
{dd.MN.yyvy) |

* mandatory field

What is redress?
A definition of redress is available by clicking What’s that? Leave the field blank if it does
not apply to you.

Date of birth (D.0.B)

This is required to be completed for each traveler because this information is not provided
to mylDTravel with your employee information.
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4.8 Contact information

The Contact and Payment Information screen is pre-populated with your email information
from your staff profile. You are required to provide at least one phone number and may
change the email to another address if you prefer. Please double check all information on
the page. Correct contact information will ensure the airlines can reach you if required.

Contact and Payment Information

for Mackay, Margaret MS

Booking

In oedec 50 be adie o nform you of any changes, wo require your private of office teiephone numder. Please inser of change
your namder priof 10 complobion of the booking.

Phone numoer 1 403 503-231d
Phone namder 2

Mobila numder

Please 8 in your e-mad address important All ticket information will be sent 10 this .mail address.

E-mait acdress mmackay@canadiannoth com
Repeat E-mal address mmackay@canadiannorth com
Purchase isformation for West Jet

Please ingert your crodit card informiabon. The ticket costs of 35.90 CAD will be charged on this card
Please press e Vendy' button afler enlermg your Credin cand detats, hen scroll down and select Hext' 1o continue
Creot Carg* Carc Number Vaia Cooe Valid untd

Amencan Express . 1« 2012~ > 79'7'”

“) Plessa 40 70Ot thoose VISA If pou Nave & VIBA Elearon aend of vite vane 85 TV MIgH! Med 10 Scheting emon I your 2and o i Nt Induded in
the Sropdows ol & s not paegied by ™e arlire

Your curreat selection
Fight / Airtme Date Departure at* Arrivel a1* Travel Status Class Sutus
WS517 21 Nov 2012 YEG 0645 MW 0702 R2Standdy Economy  Mstable

i imes are Jocal
Ploase note: Thes s the last stop in the request process. When you click “next™ on this page, you are confirming that a¥
pa 9 1 bOn [ by you &S volid and you will be Kabie for the cost and use of tickes parchased via your login
account on this website. Applicable payment will be charged and you will recatve a PNR and'or ticket number for travel.
Please refer to the 1D agreements for further information on the airline you have requested.

Once you have provided your credit card information, click the verify button to continue.
You will receive a message that your credit card was successfully saved for the current
listing (see image below). You may also edit the credit card information at this time.

Purchase Information foc West Jed

Please ingert your crocit card information. The bioxet costs of 35,90 CAD will De charged on s card
The credit card was seccessiully saved for the corrent booking

Crooe Carg® Card Number Valld Code Vadd until
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Double check the itinerary summary. If no changes are required, click the next button to
finish your listing. If you need to make a change, click the back button to return to the
previous page.

4.9 Confirmation

After the listing is complete, you will see a confirmation screen with a summary of your
itinerary as well as the listing reference code and the e-ticket number if issued by the
transporting airline. If there is no booking reference, the listing failed and you will need to
try again. Reference the Troubleshooting section for possible reasons for the failure.

A permanent record of each listing reference and e-ticket number is held in your Travel
History.

Confirmation

for Mackay, Margaret M3
Ticketnumbears: 838-2197783367
Booking Reference:; DZBHNDV
Flight [ Airline Date Departure at= Arrival at* Travel Status Class Status
W3310 01 May 2014 YLW 07:25 YEG 09:32 R2 standby Economy listed
*all times are local.
WestJet
YLV - YEG Charging Price information™*
Mackay, Margaret currency amount
Total
Total Fare CAD 23.00
Total Government taxes CAD 24,90
mylDTravel Fee CAD 2.22
Total WestJet CAD 5012 CAD 5012

Thank you for choosing Westlet.

Your listing has been completed by myIDTravel. Please review the details below prior to reporting to the airport.
Boarding policy

When there are two or more interline employees travelling on the same flight, the time of check-in at the station where you are boarding
your flight will determine the onload/offload order.

Check-in

Within Canada: You may present yourself at our check in counters no more than 3 hours prior to fight time. Check in must be completed
60 minutes before scheduled departure times.

Transborder: You may present yourself at our check in counters no more than 3 hours prior to fight time. Check in must be completed 2
hours prior to scheduled departure time.

Dress code:

Business Casual — Jeans in good repair are acceptable.

Baggage:

**1t is a Transport Canada requirement for checked baggage to be transported with a guest on the same flight. The checked baggage
must not depart on a flight prior to the guest. If you are bumped from a flight your baggage will be pulled®*

For size and wieight limitations please see our website wwiw.westjet.com for the most up to date information.

Please read the conditions of travel carefully as all airlines are different. For more
complete information refer to each airline’s information on flyzed.info.
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4.10 Confirmation Email

A confirmation email with the subject line “myIDTravel Leisure Booking/Listing
Confirmation” will be sent to your chosen email address.

The confirmation email will outline check-in procedures for each carrier. Please read it
carefully.
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5. PNR Retrieval - Used to Change or Cancel a Listing

To retrieve an existing booking to review, change or cancel, you may either select the PNR
Retrieval option or the Travel History option from the navigation bar. Please reference
the Travel History section below for more information on using this tool.

Booking / Listing [ Existing Tickets / Book or List for FIightsI PNR Retrieval l !icket Retrieval/Refund | ID Agreements | Travel History | My Stay | Help

PNR Retrieval

Flease enter booking reference and the passenger’s last name.

Booking Reference Passenger Last Name

Enter your listing reference code (PNR) and the passenger's last name (optional).

PNR Retrieval

Pioase enter Dockong reference and ™e passengers last name

Booking Reterence NFULOS Passenger Last Name

[» naxl

Click next to retrieve the listing from the airline's reservation system and display it.

PNR Retrieval
foe MACKAY, MARGARET MS PIC Z2EA ~ Tasabla gopencect
StafiD 995124 subsiciary cadegory v

creatod by master user. 5T0001

Ticketoumbers:  £36:2185560317

Booking Reter¢nce HEALO8
Flight / Airfine Date Departure at*  Arrival  at*  Travel Status  Class  Status
r wWS0617 21 Now 2092 YEG 0645 YLW 0702 R2Standdy Economy  lislea

*all bmes are local

Robookings may oniy be made 1o e same desinalion and within the $ame 1esenadon dass

Pleass select he Aght segment you wish 10 cancel  Please Tlick the SuRon “segment cancel”

Information regarding other airliines: Please inform yoursed about existing embargos shortly before the stan of travel

[ » rebook segment | [ » rebook ait || ¥ cancel sepment || v cancelail |
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Unused or open PNR’s eventually purge from an airline’s reservation system. Therefore, if
you receive an error message similar to the example below when trying to access the PNR; it
has probably purged from the reservation system or has been previously cancelled and is no
longer available.

Open e-tickets are still available to relist for up to 90 days from date of purchase or you may
cancel and refund the e-ticket for up to 365 days (refer to each airline’s ID Agreement page
for specific timelines). Access e-tickets through the Existing Tickets/Book of List for
Flights tab, refer to point 6.1, or the Travel History tab, refer to point 9, for more
information.

¥ | 5T Canadian Nomh: Tha compination of data youl provded 0oss not retum 3 PNR. Piaase chak your ingut
PNR Retrieval

Flease anler ainng. Dooking raference and Me E3ssanpers (381 name

Operating Airting Code IH = Oparating Alring Lutbansa -

Bookng Reference 44DNPE Possenger Last Name Mackay
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6. Relisting One or More Segments on Existing PNR

Relisting with an existing e-ticket is only possible for flights on the same airline with the
same origin and destination pair and within 90 days of the ticket is purchased.

myIDTravel User Guide
Page 21 of 42

Changing any flight attribute is only possible if you cancel the segment and book a new one.

To change a segment, mark the segment by selecting the respective radio button in the first
column of the itinerary overview table then click the rebook segment button. Clicking the

rebook all button allows you to change all of the segment’s flights at once. Use this feature
when you want to rebook two segments in a connecting flight.

Click on the radio button and then select options from the bottom menu - rebook or cancel.

PNR Retrieval

for MACKAY MARGARET MS

S0 995124

croated by master usor 570001

Ticxetoumeees:  §38 2185560017
Bociang Reference
Fight ! Alrkne
. WS0517

NEULOR
Date
21 Nov 2012

PIC ZEA ~ Taxable cependent

SUDSIdary category

Class
Economy

Armival  at*  Travel States
0702 R2 Standby

Departure  at*
YEG 0545 YLW

“all imes e Jocal

Redookings may only 5 made 10 e same S#3nalon and within the Same resenvation cass

Piease select the Bight segment you wish 10 cancel Please dice he bulion “segment cancel”

Status
ksted

Informaton regardmg othaer airknes: Ploase Inform yoursall about existing ambargos shortly before (e start of traved

l B

robook segment | |

rebook all || ¥ canced segment | |

cancel alt |
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Rebooking
for MACKAY, MARGARET MS
Tickatmmeers. 8382185560517
ScoungRefersnce | MEUAOB
Fiight 7 Alrtine Date Departure at*  Armval at* Travel States Class Status
wWS0817 27 Now 2092 YEG 0545 Nw 0702 R2Stangdy Economy  listed
*all ames are local
Pisase perform the changes
From To DayMonth Time Travel States Class
YEG W % N 0000 ~ R2 Standy Econceny

Enter the new date for the segment and click the next button to choose new flights and
complete the relisting.

Rebooking
for MACKAY, MARGARET MS
Tickemumpers: £38- 2185560017
BookngRetecence; | NWIKOR
Fight / Alstine Date Departure  at*  Arrival at* Travel Status Class Status
WS0517 21 Nov 2042 YEG 0545 MW 0702 R2Stanoey Economy  listed
*all hmes are local
Pleasa perform e changes
R2 Standty Economy fof 28. Nov 2012 . .
from EDMONTON INTERNATIONAL APT 10 KELOWNA
Tantt Fiight Codeshare Departure at* Arrwval at* wmmuo:;';'"’ :"”? Chance
s |&] wss1? YEG DE45 LW 0702 117 Yos W ot
s WS YEG MZ5NW 138 111 Yes 736 (]
s o WS197 YEG 1800 LW 1811 111 Yes 73w ]

*ali imes are local

Tarif! legond Tickat Types
$ 02 etk electionsc dcket
s oM paper paper tickat
iktless Uonetess
833 B Foe Axrther informalion please see the 1D Agreements secion
[=nee]

Select the flight you would like and click next.
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You will then be asked to confirm the relisting.

Please confirm the rebooking

Departore  at® Amwal o* TraveiStates  Class  Suatus
wss17 WNN2012  VEG 0545 YW 0702 RIStn@y  Economy  Nskd
2l Ymes e local

Information regacding other airinos: Please nform yosrself about exrsting ombargos shortly belore the start of travel.

Click on rebook now and you will receive an email confirming the new listing (see image
below).

Confirmation
foc MACKAY MARGARET MS
Flight / Airkese Date Departure ot* Artval a*  Travel Status Class Status
Wss17 28 _Nov 2012 YEG 0645 YLW 0702 R2Standdy Economy listec
“all ames are local

Thank you for choosing Westiet,

Your flight has been refsted by mylDTravel Please review the detalls below prior to reporting to the
airport.

Boarding policy

Whea there ate two or more intérline employees travelling on the same flight, the time of check-In at the station where
you are boarding your flight vill determine the onload/offioad order,
Chedk-in

Within Canada: You may presset yourselfl at our chedk in counters no more than 3 hours prior to fight time. Check in
must be completed 60 mingtes before scheduled departure times.

Transborder: You may presesnt yourself at our chock in counters no more than 3 hours prior to fight time. Check in
must be completad 2 hours prior to scheduled departure time.

Dress code:

Business Casual = Jeans ; good repair ace acoeptable.

Baggaqe:
Flease see our website www.westjet.com for the most up to date information.
R is & Transport Canade requirement for checked baggage to be transported with 8 guest on the same flight, The

chacked baggoge must not depart on 2 flight prior to the guest. If you are bumpaed from a fight your baggage will be
pulled.

Please mark Ine Da0Jage you are checking i wilh yOUr Name 3nd a0dress

We recommend that you print this page of write down Ihe booking refereace,
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Unused or open PNR’s eventually purge from an airline’s reservation system. Therefore, if
you receive an error message similar to the example below when trying to access the PNR; it
has probably purged from the reservation system or has been previously cancelled and is no
longer available.

Open e-tickets are still available to relist for up to 90 days from date of purchase or you may
cancel and refund the e-ticket for up to 365 days (refer to each airline’s ID Agreement page
for specific timelines). Access e-tickets through the Existing Tickets/Book of List for
Flights tab, refer to point 6.1, or the Travel History tab, refer to point 9, for more
information.

¥ | 571 Canadian North: The comuination of data youl provded 3oss not Tetum 5 PNR. Piaase chack your ingut
PNR Retrieval

Flease anler ainng. Dooking raference and Me p3ssanpers (381 name

Operating Airfine Code LH - Oparating Alring Lutbansa -

Bookng Reference 44DNPE Possenger Last Name Mackay

nax
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6.1 Relisting with Existing E-ticket

Relisting with an existing unused e-ticket is only possible for flights on the same airline with
the same origin and destination pair and within 90 days of ticket purchase. Changing any
flight attribute is only possible if you cancel the segment and book a new one.

A new listing may be created by clicking on Existing Tickets/Book or List for Flights or
Ticket Retrieval/Refund on the navigation bar and typing the existing e-ticket number in
the ticket number field and selecting next. You may also retrieve an e-ticket in your Travel
History.

| Booking / Listing [ Existing Tickets / Book or List for Flights ] lNR Retrieval § | Ticket Retrieval/Refund | D Agreements | Travel History | My Stay | Help

Retrieve a Ticket

Please enter the ticket number (13 digits anly i.e. 3200000000000 and the passengers name.

Ticket number 83821 BEEUUEBE| Passenger Last Name

Select create listing.

Ticket Retrieval

for Mackay, Margaret M3
The following booking references are known for this ticket: ECZLTI

Ticket number: 838-2186200982
Cpn-No. from to Class Status Coupon-5Status

1 YEG YLW Economy Standby open

create listing | | » refund




CANADIAN NORTH
seriously northern

myIDTravel User Guide
Page 26 of 42

You have the opportunity to add or remove existing e-tickets to the new listing and/or
select next.

Ticket Input

Please enter a valid Paper or Electronic Ticket Mumber. If the airline that you are trying to bookflist on reguires an electronic
ticket from your airline, you may not be able to proceed with the listing if the electronic ticket cannot be retrieved in the airlines
system.

Please specify the name of the traveller in the format printed on the ticket.

multiple travellers please use the add button to enter additional ticket numbers.

Please keep in mind that the ticket routings and validities need to match.

Ticket number 838-2186200982 Passenger Last Name Mackay
| » add || » remove |

A traveler confirmation screen is displayed, select next or back to select a different e-
ticket.

Traveller Input

Employee Staff-ID Date of employ. (MM/ddhyyy)

Ticket number:
Gender® Last name*® First name*

838-2186200982
Middle name Date of birth (MM/ddiyyyy)i**

* Mandatory field
** Mandatory for travelling children only
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Enter desired travel date and select next.

Create listing for an existing ticket

Please selectthe coupons and date for which you want to create a new listing

Airline  From To Day/Month Time Travel Status Class

WS YEG LW 16 12 | 00-:00 - R2 Standby Economy
Select flight and next.

Flight Schedule Display

for Mackay, Margaret MS

Ticketnumbers: 838-2186200982

Aftention: Flease observe the minimum connection time. An automatic verification is not possible.
If & radio button is not available, the flight cannot be selected. You may click on the flight number to see why a particular
flight is not available. The reason will be listed under the "additional information section™.

R2 Standby Economy for 16. Dec 2012
from EDMONTOMN INTERNATIONAL APT to KELOWNA

Flight Codeshare / Operated by Departure at* Armival at™ Duration Listing Aircraft Type Chance

~  WSE17 YEG 06:45 YLW 07:03 118 Yes 3w
WS181 YEG 11:25 YLW  11:36 1:11 Yes 736
~  WS197 YEG 18:00 YLW 1311 1:11 Yes 3w

*all times are local.

A confirmation of your selection will appear, select next.

Shopping Basket

for Mackay, Margaret M5
Ticketnumbers:  838-2186200982

Your current selection
Flight | Airline Date Departure at* Arrival at* Travel Status Class Status
W35181 16. Dec 2012 YEG 1125  YLW 11:36 R2 Standby Economy listable

*alltimes are local.
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The contact verification page appears, enter your phone number, change your email
address if applicable and select next.

Contact Information

for Mackay, Margaret M3
Ticketnumbers:  838-2186200982

Booking

In order to be able to inform you of any changes, we require your private or office telephone number. Please insert or change
your number prior to completion of the booking.

Phone number 1 4035032311
Phone number 2

Mobile number

Please fill in your e-mail address. Important: All ticket information will be sent to this e-mail address.

E-mail address mmackay@canadiannorth.com

Repeat E-mail address mmackay@canadiannorth.com

Your current selection
Flight / Airline Date Departure at* Arrival at* Travel Status Class Status
W3181 16. Dec 2012 YEG 1125 YLW 11:36 R2 Standby Economy listable
*all times are local.

Please note: This is the last step in the request process. When you click "next” on this page, you are confirming that all
passenger information provided by you is valid and you will be liable for the use. You will receive a PNR for travel on the next
screen. Please refer to the ID agreements for further information on the airline you have requested.

n
I
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A confirmation page will appear and a confirmation email will be sent to your email address.
It is strongly recommended to make note of the PNR reference and e-ticket number prior to
closing this window. You may also retrieve the PNR reference and e-ticket number through

Travel History on the navigation bar.

Confirmation

for Mackay, Margaret M3

Ticketnumbers: 838-2186200982

Booking Reference: ZCJHWH
Flight / Airline Date Departure at* Arrival at*
Ws181 16. Dec 2012 YEG 11:25 YLW 11:36

Thank you for choosing Westlet.

Status
listed

Travel Status Class

R2 Standby  Economy

*all times are local.

Your listing has been completed by myIDTravel. Please review the details below prior to reporting to the

airport.
Boarding policy

When there are two or more interline employees travelling on the same flight, the time of check-in at the station where

you are boarding your flight will determine the onload/offload order.
Check-in

Within Canada: You may present yourself at our check in counters no more than 3 hours prior to fight time. Check in

must be completed 60 minutes before scheduled departure times.

Transborder: You may present yourself at our check in counters ne more than 3 hours prior to fight time. Check in

must be completed 2 hours prior to scheduled departure time.
Dress code:

Business Casual — Jeans in good repair are acceptable.
Baggage:

**I is a Transport Canada requirement for checked baggage to be transported with a guest on the same flight. The
checked baggage must not depart on a flight prior to the guest. If you are bumped from a flight your baggage will be

pulled™==

For size and weight limitations please see our website www.westjet.com for the most up to date information.
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If you select Existing Tickets/Book or List for Flights on the navigation bar, the following
screen appears. Enter the e-ticket number and select next.

| Booking / Listing §| Existing Tickets / Book or Listfor Flights | PNR Retrieval | Ticket Retrieval/Refund | ID Agreements | Travel History | My Stay | Help

| Ticket Input

[ Traveller Input i+ Flight Schedule Query » Flight Schedule Display I APIS I+ Contact Information = Confirmation ‘

Ticket Input

Please enter avalid Paper or Electronic Ticket Mumber. Ifthe airline that you are trying to book/list on requires an electronic
ticket from your airline, you may not be able to proceed with the listing if the electronic ticket cannot be retrieved in the airlines

system.

Please specify the name of the traveller in the format printed on the ticket.

multiple trave

llers please use the add button to enter additional ticket numbers.

Please keep in mind that the ticket routings and validities need to match.

Ticket number £382186200982| Passenger Last Name

add ||

remove |

The Traveller Input window will appear and the steps are the same as noted in this
section above.
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7. Cancelling One or More Segments

Cancelling a single segment or the complete itinerary can be achieved by clicking either the
cancel segment or cancel all button on the PNR Retrieval screen. You will get an alert (see

below) to ensure this is what you would like to do.

PNR Retrieval
o MACKAY. MARGARET M3 prc ZEA - Tauabée degondent
Sa8i0 K514 SUbSIGQry CaleQory -

Cradted by masher uisr 570001

TickstrumSens  B28-2185500097

Fegit / Alrkse Date Oeparture  at™ Artval a1 Travol Siates Class Stats
5 WSSy 28 Nov 2012 YEG 0845 W 0702 R2Stnaty | Ecocany lald

"M uames ae local

ReD00uNGE May 0Ny 56 MA0e 15 1 £33 003IA300N 303 Withen e SAME MAENVII0N CLI88

Plaase seloq e BOM Sepment you wish 12 Cancel  Piease chck T 2ulien “semsent cancel’

lsformation regarding other airfiaes: Piease lnlorm yoursell about existing embargos shortly before the ssart of travel

[ > tebook segment | | = rebock mt | [ 7 cancel segment || ¥ cancelafl |

Mestoge bom webpece SN

! 0 Ase yoo Jure you wint 20 cancel the selected Mghn]

-

Click OK if you wish to cancel this listing. Once you click OK, the following screen will
appear, showing that your listing has been cancelled.
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PNR Retrieval

for MACKAY, MARGARET MS
credted by masiet user STO00Y

TicHetnumoees EM-2105500317
Booweg Retecence wuos

Faght ! Airine Date Deparnure .t Arrival "t States Class Siatus

N

"3 e ate loc

Your resarvabon has been cancelied, I you have cancelied the entire inacy your refund shouid be processed onto your
credit card within 3-5 business days. Partial refunds will be completed within 30 days of submission,

nformation regarding other arimes: Mease micem yourselfl aboet existing embargos shortly before the starnt of travel.

If you would like a refund for your listing, you must now retrieve and refund your ticket as
outlined in the next sections. Simply cancelling the listing will not generate a refund.

Unused or open PNR’s eventually purge from an airline’s reservation system. Therefore, if
you receive an error message similar to the example below when trying to access the PNR, it
has probably purged from the reservation system or has been previously cancelled and is no
longer available.

Open e-tickets are still available to relist for up to 90 days from date of purchase or you may
cancel and refund the e-ticket for up to 365 days (refer to each airline’s ID Agreement page
for specific timelines). Access e-tickets through the Existing Tickets/Book of List for
Flights tab, refer to point 6.1, or the Travel History tab, refer to point 9, for more
information.

W | 5T ] Canadian Norh: The compination of data youl provded 085 nof retum 3 PR Piaase chak your ingut
PNR Retrieval

Flease snler ainne. booking réference and Me p3ssanjers (381 name

Operating Airfine Code LH - Oparating Alring Luthansa A

Bookng Reference 44DNPE Possenger Last Name Mackay
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8. Refund Process

Refunds may be processed on any e-ticket with an "open” status. To initiate a refund, click
on the Ticket Retrieval button and enter your e-ticket number. The following screen will

appear.

Ticket Retrieval

L MACKAY, MARGARET MS

The RE0WING S00KNG TEfrences 3r Known 5S¢ Mis Bexel  NIYLOA

Ticxst reamndet 835-2185560517
Cpn-No, froem to Class States Coupon-States
1 YEG nw Economy Stanay open
[+ beck ] [ * croato tatng [ > retuna |

Click on the refund button and the following screen will appear.

Please confirm the ticket refund
for MACKAY, MARGARET M3
Tecket namdet £33 2180400517
Cpn Mo, freem 1 Cuass Status Coupos Status
1 YEG nw Economy Staeany cpen

Piease notice: Refunds will De Iggered by oD Trawel 3nd performed Dy the Sckating camer myD Travsl will Ingoer & refund of
a open sogmants

E-mat a0ress
Contact imtormation 120 1efands of WS houts

Duty travvet AR FE@westet com
Retands on Ry Cancelied Bnetanies will 30030 ON yOur Craat Card Within J-2 teainess San
Letsare travel Retnds 00 pariall-fown Bnerdnes will 5o processed within 20 days of Cancellabon ¥ jou need
RarPer assistance please contad mysdravel {fwesiel com with your Axine and employee nemder
For hamhon indoemuadon plose 1080 12 WS it D 1D AQreaments sectico

¥ you ciick “refund now” B refund will e Bigoered

‘w] [ > etund cow

You will then be prompted to confirm your refund. Click the refund now button.
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A confirmation of your refund will appear. A confirmation email will also be sent to your
email address.

Refund Confirmation

fot MACKAY, MARGARET NS
Refund for ticket 838.2184440317 has been requesiod
Ploase note hat e refund will Do DarfoImed Dy e Sckedng Caerier. Thas might taxe some Ine

¥ you have any Questons coaceming your refund please contact the Scxeling camer. For contact informadion please see the 1D
Agteemants secion

Please note that depending on the ticketing airline and its ticketing system, it may take a
while for the refund to be processed. Fares and taxes for unused segments will be
transferred by the ticketing airline back to the credit card account used during the listing
process. You will not receive an email notification that your refund has been processed.

Refunds will not be issued for the mylDTravel fee for any ticket if travel on one or more of
the segments ticketed has been completed.

Generally, refunds are automatic for fully unused e-tickets. Partially used tickets are
manually refunded which may take months.
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Clicking Travel History will allow you to view all tickets purchased through mylDTravel.
Coupon status (open or flown, for example) will be shown and you’ll be able to refund

unused coupons.

Booking / Listing | Existing Tickets / Book or List for Flights | PMNR Retrieval |Ticket Retrieval/Refund | D Agreementsl Travel History Iy Stay | Help

You may click on any PNR or e-ticket to determine status of listing.

Travel History Display

Booking Code
ECZLTI
EF78373

WIITI

NFULOB
JMIATH
453KV
GTJIHOD

METWQL

WLWWS

15.
1.
28.
28
27.
24,
22,
16.
16.
16.
16.
15.

Travel Date
Dec 2012
Dec2012
Mov 2012
Maov 2012
Mov 2012
Mov 2012
Mov 2012
Mov 2012
Mov 2012
Mov 2012
Mov 2012
Mov 2012

Departure

YEG
LAS
YEG
YEG
LAS
KEF
YEG
YvQ
YEG
YEG
YEG
YOW

Arrival

YLW
BLI
YLW
YLW
YYC
JFl
YLW
YZF
YZF
YZF
YLW
YFB

Passenger Hame

Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,
Mackay,

IMargaret M3
Margaret MS
Margaret M2
Margaret M3
Margaret MS
Margaret M3
IMargaret M3
Margaret M3
Margaret M3
IMargaret M3
Margaret M3
Margaret M3

[+ « 12 |3
Ticket Number
838-2186200882

838-2185559725
838-2185560317
838-2185732184

838-2185536657
245-2103866440
518-2164355085
518-2164354675
838-2185592387
245-2103866527
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If a PNR has not been used and has not purged from the airline’s reservation system, you
may relist, cancel and/or refund it. If the PNR has purged, click on the e-ticket number to

relist, cancel and/or refund.

PNR Retrieval
for Mackay, Margaret M3
Booking Reference: LCZHWY
Flight / Airline Date Departure at* Arrival at* Travel Status Class Status
unused ATL MCO R2 Standby Economy listed

*all times are local.

Rebookings may only be made to the same destination and within the same reservation class.
Please selectthe flight segment you wish to cancel . Please click the button "segment cancel”.

Information regarding other airlines: Please inform yourself about existing embargos shortly before the start of travel.

| » rebook segment || » rebook all || ¥ Cancel and refund segment || ¥ Cancel and refund all

If an e-ticket has been refunded, you will receive notification similar to that below:

Ticket Retrieval

far Mackay, Margaret M35
The following booking references are known for this ticket: 74ANEL 72V485

Ticket number: 117-22396025798
Cpn-No. from to Class Status Coupon-5tatus

1 TRF CPH Economy Standby refunded
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10. Guest Travel (Travel Partners)

On mylIDTravel, guest passes are referred to as Travel Partners. Each eligible part- and full-
time employee with six months’ continuous service may find their travel partner allotment
by clicking the “Booking/Listing” tab under Allotments. This allotment adjusts
automatically each time the employee creates a ticket for a travel partner. If the listing for
the travel partner is cancelled and refunded, the allotment will reflect this change.

Allotments :
Travel Partner 2013 12

Under the list of eligible persons in each employee’s profile are fields to complete to create
listings for travel partners, example below.

Travel partner "=/ Mr. Ms. Child {up to 12 vears)

First name
Last name

Birth date of child (dd.mm.ywyy)

Travel partner "=/ Mr. Ms. Child {up to 12 vears)

First name
Last name

Birth date of child (dd.mm.yyyy)

Arrange for travel partner travel by checking the “Travel partner”, completing the fields and
then proceeding with the listing. The proper first name of the passenger must be entered.

The system is defaulted to allow a PNR listing to be created for only two people at one time.
If you have more than two travel partners’ traveling, you will need to create one listing and
then the next listing.

If a child between the ages of two and twelve is one of the travel partners, complete the
birth date field. If a child between the ages of 0 and 2 is travelling, they do not require a
travel partner pass. The counter will handle the infant at check-in. mylDTravel will enter a
general booking error at the payment stage if infants are included in the listing.

Note, passes allocated for use in any given year, must be used in that year. Unused travel
partner passes expire at midnight on December 31 and a new allotment commences on
January 1.
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11. Displaying Agreements with Other Airlines

To get an overview of the ID travel agreements that Canadian North has with other airlines,
click the ID Agreements link in the navigation bar.

>
Q0
L;ol g I Listing | Existing Tickets | Book of List tor Fignts | PR Retneval | Ticket Retieval Retund EIDMve«nents fHeIu Logpedinas

ID Agreements

HErs you can gel ntomMation conceming the 2ondilons foc siaurs and Suty ¥avel on OTer Camers

Please sefect 2 camiar and the hpe of travel

Airtine Code v Aarlires v

Travel Mode ) Leisurs O) Ouh

naxt

Select the airline you want to travel with from the dropdown menu and choose to see the
leisure travel agreement. Click the next button to show the agreement. Below is an
example of the information you’ll see about leisure travel on a partner airline.
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il “Sualie L ]

viDTravel

Bocking / Listng | Existiong Tickess / ook oc List e Fights | PNA R | ket Logged i ax Margnim Macky (5T) | Changs

1D Agreemant for lsisure travel with Westlaet (WS)

This 10 agrooment I vasid from 0T Nov 2012 until 01 Jan 2046

Info

=*I7 you expe g your PNR'S plecrae exinell iyl iPnesiiolcom.  We nil process your
Mmaiylmmnm:br Plesser ermere o nclocte the fodonwing nformmtion i pour evnad -
mnnm

Cmploying Alrfine and Employ ]

Contack conad:

*ALE you do not ve a teket ot time of b 19 fese fog onto iy hene.com and anter your
PR ruember. Your sl then be aciegl wath ticket

Flight listing policy and procedures:
Listing will oo cormpletod theough myIDTraved. 11 you dew Bussged fram o fight you moy be sskod to relist vie sy 1D Traved,
plebse see a Westiet repratentotive at the airport.

Flights exctuded:
NI Code-shanmes ared Charter fights,
Pight Nombers excaded:

WS 5000 - S099

W5 5100 - 8499

WS 9500 - 9999

Boarding policy
When there are two of mare on the same Mght, the tene of chegkeln ot the stetion whare you
wo boarding your flght wil dotermine the onfoad/offiosd order,

Chack-In times
Within Canada -Ymmywmumndomdwckhmh'smmmm!mnwlommno. Chodck 0
w tHmes.

Any ot our check In counties no more than 3 haurs price b Hght tme. Chack In
muummzmmnmmm

Oruss code
Business Casual ~ Jnans in good repair ate acceptable.

Tnvolh.wlhlnluhn!?

**Lap Meld be p w-mmnnnum If you are
that you emnall b “—'mmwnnn'" g dotaly at lomt 8 doys prior to
mmmwmmmm the PNR to you.

W5 PNR:

WS Ticket Nuenber:
Intended Date of Travel;
Eafar’s foll Naen:

tnfart Date of Rirth (ey 01 3on 11}

Infants "W on lost: book can be ot the sirport I required.
Infant safoty seats

If you wish to use an infant seat you will be required to purchase a chifd ticket a3 thoy Wik raquins & SEat.  Flease contact
youir employing carrler to see if this s possible,

must be

are traveding with an nfat WS atks
your IOM eed trovved date, We
tanes o for Infunt

Unocuumgranicd mbnurs
Wieat 3t doss not trarsport Unscoompended minors

Speciv Service Requests
Please send an email to myvidimyeliwestiet.com for special Ading whesich

Baggage
Flense wow our webofte for the most up to date Informotion:

tanc/ e ocex.shtml

It s & Transport Cansda requirement for checked baggage to be transported with a guest an the sama ght.  Tha checkeg

DAQOADR MUT ot dapaet on A Mgt pooe 10 the gurst. 1F your are bumpsd fram a flight your Beggage will be prded,
baggage excending the weight, slze and/or number of pleces por guest are subject 1o fees as well a6 space andd

weight avedlobility far tranmsport,

Checked
mummw‘:smnnmwcmmumum-twcwmmummmmumm
ance:
o Maximiam dimension: 152 cm (627) totad comdined dimension (length + width + height)
o Maximum weight: 23 kgs (50 ibs) par
Cmyo:llw
TWO™ from Rema of carry-0n baggags ans permilted per fore-paying customer,
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12. Changing your Password

Your password can be changed at any time by clicking the Change password link in the
navigation bar. If you try your password four or more times unsuccessfully, your account will
be locked and you'll need to change your password to access it by reregistering, refer to

point 1 for more information.

Biing/Lsing | Bisho Tidels /BackoristhrRigtls | PIRRehieal | it AekievaiReaing | 10 pcemests |- Lagosdin s Healer WS) | Chargspassword | Logad

A

13. Ticket Validity

Tickets are valid for 90 days from date of issue. If a change is necessary past the expiration
date of the ticket, please cancel your existing listing and create a new one. Note, you must
have your e-ticket number to refund the ticket.

Refunds must be initiated within 365 days of the ticket’s issue date unless otherwise
specified by an airline, refer to each airline’s ID Agreement page for more information.



14. Troubleshooting

Solutions to common problems:
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Browser

Use common Internet Browser, e.g. Explorer, Chrome
or Firefox.

Duplicate Names Error Message

Sabre issue with child listings. As children -16 years
of age, MUST travel with an adult, if both children
traveling with same adult, create two listings with an
adult’s name and cancel/refund any unused ticket(s).

E-ticket reference lost

Obtain from Travel History.

Itinerary Reference lost

Obtain from Travel History.

No E-ticket

- All airlines do not issue e-tickets. Check ID
Agreements in mylDTravel or airline page on Intranet
for more information.

- If airline issues e-tickets, process has failed and no
listing has been made. May be due to payment
method, e.g. debit cards not valid form of payment,
not enough funds on pre-pay credit card.

No Itinerary Reference

Process has failed and no listing has been made. May
be due to payment method, i.e. debit cards not valid
form of payment, not enough funds on pre-pay credit
card.

No Refund

- Cancel and refund ticket.

- Partially used tickets manually refunded which may
take months.

- E-tickets and itinerary references stored in Travel
History

Other Airline Listing disabled

If active or retired employee, contact
interline@canadiannorth.com to enable.

Paper Ticket

Go back to flight selection and select specific airline
and then proceed to ticketing.

Password Doesn’t Work or Forgotten

Re-register.

PNR Error Message

If you cannot access an unused PNR, it has either
been cancelled previously or purged from the
airline’s reservation system and is no longer
available. The e-ticket may then be accessed
directly via Travel History to relist or refund.

URL Error Message

Indicates problem with the link. Try clearing browser
history. You may want to change settings to
permanently clear browser history to avoid this
problem from reoccurring.

User Field on Login

Enter full employee number.
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15. Support

Should you have any questions that this manual does not answer, please refer to the online
help pages within mylDTravel. If questions still remain, please send a detailed email to
interline@canadiannorth.com.

If mylDTravel is not available for any reason you will receive the following message. Try to
access the tool again in a few minutes.

Trave Sorry...

The mylDTravel system is currently down for maintenance purposes.
Please try again later. We apologize for any inconvenience.

Sy
Z

s,

If you have entered incorrect information into the system, an error message will appear in
the top left corner of your screen (see below for an example). If you require further
information, refer to the Troubleshooting section in this user guide or the Tips & Issues link
in the Pass Travel Information section on the Intranet. If you still cannot determine the
issue, send an email to interline@canadiannorth.com for assistance.
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